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MAY 1963 


MEMORANDUM FOR: Dhrecter of Security . 


SUBIECT : CGeaversion of OS Index 


1, The ADP/OS Policy Committee recently discussed the pro- 

posed implementation of the ADF Staff memorandum of 27 March 1963 
regarding the conversion of the CS master index. This memorandur: 
reiterated the pasitien of the ADP Staff te provide personnel, space, 
funds, and equiprnent with the Staff asawning responsibility for the 
actual conversion {see Tab Aj. The ADP/OS Study Team submitted 
taformally to tha Committee fer consideration an outline showing 
propesed steps for the accomplishment of the canversion (Tab FE). 
The outline and Tab A cover the following points: 


a. Location «- 1900 Quarters I (Tentative). office 
of Legistica has submitted this space for consideration. 
Coordination is being effected with the Survey Branch in 
this matter. 


OS Comszpents « 


The Office of Security position has alwaya been that 
it is bast if the entire conversion could be bandied within 
the Headquarters Building. The handling of the conversion 
at any other location posss a number of items of concern 
aa fellewe: 


G) Provision of transportation vehicle and 
twe courlers approaimately two hours each day 
for one year ta shuttle the index cards between 
locations. 
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(2) inherent security risks in such trans- 
porting of cards. 


{3} Approwimately 60 index searches will be 
delayed each day as the cards invotved will be at 
the conversion location. Thus, additienal thne in 
case precessing and in handling expedite and 
special searches will result. 


Emecutive Assistant te the PDE, bas 
ata ) Staff may have the space at Cuarters I 
for the conversion operation and that thia is the only space 
avaiiable at present. 


b. yi oe - Coordination is being ef- 
fected with the Security Branch concerning 
badging of pool personnel. Three-way combination safes 


will be used for the housing of the index cards and ather 
pertinent material. 


€. ries - The Study Team will initially handle 
the training af editors and punch operators. Based on a 
ld-wesk cycle, four new pool employees will be reporting 
each week. 


d. - Ceurler rung will be made dally 
with « maxinwgn of four trays (16, 000 cards) out of the 
index fer editing. All trays will be handled on a one-day 
cycle. Etseruption of index searching will be kept to 2 
minimum, by this methed. IBM cards will replace 3 x 5 
cards rolldex by rolidex, 


« Per - Approaimately 30 employees [rom 
the personne will be used ae editers and puach 
operators for the project on overt and semi~-covert material. 
Only fully cleared staff employees will work on the covert 
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material upon completion of the overt and serni-cevert 
cenversion te punch cards. 


OS Camment « 


(1} Under the provisions of the 27 March 1963 DD?P 
memorandun, the overt and semi-covert index cards 
would be handled by pool personnel (provisional) with the 
conversion of the covert cards accomplished only by 
fully cleared persennel. The ADP Staff will specifically 
identify the minimum aumber of fully cleared personnel 
required to complete the covert index of the profect. 
Under this plan, the conversion will begin with the 25% 
of the overt and semi-covert cards that are set interflled 
with the covert cards. The cther 75% of cards are inter- 
waingied end will require fully cleared personnel and 
should ba accomplished in the Headquarters Bullding. 


(2) The Committee feels that it would be more ef- 
ficient and effective to use fully cleared personnel for 
the entire project as: 


{a} Provisionally cleared peol person- 
nal would be used only on overt and semi-cevert 
cards that would nct be interfiled with the covert 
cards or 25% of the entire index. 


(b} Treining of many groups of persons would 
be required if pool persemel were used. 


(3) A suggestion was made te contact the DDS again 
fer the assignment of fully cleared people for a nine- 
month period with the view that after the conversion is 
completed, they be assigned te some other ADP praject. 
By this reethod, as each rolldex of cards ts cenverted to 
IBM cards, « partial computer operation could be 
initiated several menths earlier over the system of 
utilizing poe] persannel on evert and semi-covert cards 


a a 
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and fully cleared personnel on covert cards. However, 
it was pointed out to all present that the recent approval 
of the DD/S covered the matter of pool personnel for 
conversion of overt and semi-covert cards and fully 
cleared personnel for the conversion of the covert cards. 


2. Itis recommended that: 


a. The Director of Security concur in the conver- 
sion at Quarters Eye with provisionally cleared personnel 
of the 25 perceat of the OS index holdings that contain the 
overt and semi-covert cards that are not interfiled with the 
covert cards and that such conversion be initiated expe - 
dittously. 


b. The Director of Security and the Chief, ADP Staff, 
DD/S, contact DD/S to arrange for space within the Head- 
quarters Building for the conversion of the remaining 
75 percent of the index and to obtain a commitment from 
DD/S to provide fully cleared personnel for such conver- 


sion. 
© Ty 
25X1 
Chairman, OS Policy Committee 
CONCURRENCE: 
Iw vyy Brel 4069 
R. L. Bannerman, Director of Security Date 
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